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OVERVIEW

An arbitrator Applicant is an internet user who publicly registers on the site but has not yet been accepted to the
roster. An arbitrator Application may be in the process of filling out their application or may have already submitted
their application.

REGISTER
To gain access to the arbitration system you must first register.

1. Click on Arbitrator Registration link on the login page

Arbitration Login

superadmin

sesessnnes

DON'T HAVE A LOGIN?

YOU CAN REGISTER USING ONE OF THE LINKS BELOW:

Panel Requestor Registration Arbitrator Registration <:

Requestor User Guide | Arbitrator User Guide

2. On the Register Arbitrator window enter the required information, check “I'm not a robot” checkbox and
click Register.

Register Arbitrator

You are about to register as a NEW Arbitrator.
If you are a Requestor please close this window and click the link for Panel Requestor Registration.

I you feel you already have an account please contact FMCS at (202)606-5111 for help accessing your existing account

Your email address will be your login

Phone type. v

Localhost is not in the list of ™

i domains for this

Close Register

3. Atemporary password will be emailed to you at the email supplied during the registration process.
4. When you login for the first time, you will be required to change your password.
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LOGIN
To login to the arbitration system, you must already be a registered user.

1. Enter your username and password on the login page and click the LOG IN button.

Arbitration Login

johndoe@gmail.com|

DON'T HAVE ALOGIN?

YOU CAN REGISTER USING ONE OF THE LINKS BELOW:

Panel Requestor Registration Arbitrator Registration

Requestor User Guide | Arbitrator User Guide

2. If you have forgotten your password, click the Forgot Password Link on the login page. An email will be sent
to the email address you enter with a new temporary password.

3. When you login for the first time, you will be required to change your password.

4. If you have any issues trying to log into the system or if you have already registered but do not remember
your username, contact the FMCS Arbitration Staff at (202) 606-5111.

5. If you have already submitted your application and been accepted onto the roster, please see the Arbitrator
User Manual for further details.

LOGOUT
To logout of the arbitration system, you should click the Logout button found at the top right of your screen.
Clicking this button will help the system track when you have left.

FMCS FEDERAL MEDIATION & " )
CONCILIATION SERVICE Office of Arbitration Services

The system will also automatically log you out after 20 minutes of inactivity. When this happens, you will be
returned to the login page where a message will display saying that you have automatically been logged out due to
inactivity.

You have automatically been logged out do to inactivity.

DON'T HAVE A LOGIN?

YOU CAN REGISTER USING ONE OF THE LINKS BELOW:
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HOME

FMCS | Stk sice

£ Application

Application - Click on Application in the menu to complete your application to become an arbitrator on the FMCS roster of arbitrators

& Manage Account

You are logged in as

JohnSmith@gmail com
Smith, John

Office of Arbitration Services

Arbitrator Applicant Users Guide

1. Click Home in the left navigation menu. This will also be your default screen upon login.

2. Click the Start Your Application/Continue Your Application button.

3. The Application process consists of 10 steps. Enter all required information and any optional information
you would like included on your digital biography once you are accepted to the roster. You will be able to
view and make changes to this information after being accepted to the roster.

4. Once submitted you will no longer be able to access your application. Your home page will show the

following message until you have been accepted to the roster.

s Thank You! - Your application has been received. FMCS will now review your application and let you know the results

APPLICATION

1. Click Application in the left navigation menu. This will walk you through the 10 Steps of the application

process.

2. Asyou complete a step your information is saved. Should you leave and come back all your information will
still be there however you will need to click next through each step to continue.

4|Page



Arbitrator Applicant Users Guide

STEP 1: Biographical Information
=3

1. Biographical v
Last Name First Name M1
Smith John
Email Current Business or Occupation
JohnSmith@gmail com
Primary Phone Phone Extension Primary Phone Type
(703)111-2222 Mobile v
Secondary Phone Phone Extension Secondary Phone Type
Phone type v

Emergency Contact * Contact Phone * Contact Phone Extension Contact Phone Type

Contact Email Contact Relationship
Streat Streel2
Entering zip code will auto-populate city with the recommended name and state.
City State Zip Code

State v

Your Name, Email and Phone will default to the values you entered when registering for the site.
Emergency contact fields are required.

Primary Address is required. If you enter the zip code the city and state will automatically get populated
Click the Next button when you are done entering the required information.

Eal o e
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STEP 2: Education, Certifications, and Professional Memberships.

Il Education v

Institution Major Degree Year

No data available in table

(7 Insitutions maximum)

lll. Certifications v
Profession Issued By Year
(] Attorney
(] Video Arbitration Capable (] In Person Ready
Profession Issued By Year

Mo data available in table

m (10 Certifications maximum)

IV. Professional Memberships v

[[] Mational Academy of Arbitrators.

] American Abritration Association

Name

Mo data available in table

m (10 Professional Memberships maximum)

g
1

Previous

1. These sections are all optional and are filled out in a similar manner.

2. To Add new values, click the Add button. Depending on the button clicked one of the following windows
will open. Fill out the required information and click the Save button. The information you entered will now
display in the table.

Add Education -
Add Certification
Please enter the following information to add your education
expenience: Flease enter the following information to add additional
certification experience:
* Institution:
* Certification:
Major:
N Add Professional Membership
"~ Issued By:
" Degree: Please enter the following information to add professional
membership:
Year: * .
Year: Name
Save Close Save Close Save Close

3. To Edit an existing value click the pen on the right. A window will open with the current values so that you
can make updates. Click the Update button

4. To Delete an existing value click the x on the right. An alert will display asking you if you are sure you want
to delete the information.

5. Click the Previous button if you need to return to the prior step.

6. Click the Next button when you are done entering the required information.
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STEP 3: Labor-Management Relations Experience, Union Involvement and Government positions

Step1 | Step2 [EESSCEMM Step4 | Step5 | Step8 | Step7 | Step® | Stepd | Step 10

W/, Labar-Management Relafions Experience

Employer Position City State From (Year) To (Year)

No data availzble in table

W1. Union Invoivement

Does your cument employment o professional scfivity invohva representation, advecacy, or participaiion in dacision making for labor arganizations or amployers in any capacity? {If you answar Yes, you MUST provide = full
explanation of these activities.)

Yes @ No

VIl Gevemment pesitions

PRESENT FEDERAL, STATE. COUNTY OR OTHER GOVERNMENT POSITIONS, IF ANY (ful-ime. pan-time.
slected or appointad)

1. These sections are all optional and are filled out in a similar manner as you did in the prior step.
2. To Add new values, click the Add button. The following windows will open. Fill out the required information
and click the Save button. The information you entered will now display in the table.

Add Labor Management Relation

Please enter the following information fo add your Labor Management
Relation Experience

* Employer

* Position

* city

* State

State...

From (year)

To (year)

Save Close

3. To Edit an existing value click the pen on the right. A window will open with the current values so that you
can make updates. Click the Update button

4. To Delete an existing value click the x on the right. An alert will display asking you if you are sure you want
to delete the information.

5. Click the Previous button if you need to return to the prior step.
6. Click the Next button when you are done entering the required information.
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STEP 4: Permanent Panels and Arbitration Rosters

Step1 | Step2 | Step2 [ETTEM Step5 | Step6 | Step7 | Sieps | Steps | Stept0

WIIl. Permanent Panels On Which You Gurrently Serve. if any (e.g.. USPS/MALC) v
Mame
Mo data availzble in table
. Arbitration Rosters On Which You Gurrently Serve, i any (2.9., NMS) v

Mame

Mo data available in table

=

1. These sections are all optional and are filled out in a similar manner.
2. To Add new values, click the Add button. Depending on the button clicked one of the following windows

will open. Fill out the required information and click the Save button. The information you entered will now
display in the table.

Add Permanent Panel Add Arbitration Roster

Flease enter the following information to add your permanent

panel: Flease enter the following information to add arbitration roster:

L1 -
* Name: Mame:

Save Close Save Close

il
3. To Edit an existing value click the pen on the right. A window will open with the current values so that you

can make updates. Click the Update button

4. To Delete an existing value click the x on the right. An alert will display asking you if you are sure you want
to delete the information.

5. Click the Previous button if you need to return to the prior step.
6. Click the Next button when you are done entering the required information.
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STEP 5: Issue Experience

Step 1 Step2? | Step

X. |ssue Experiance

As an arbitrator, advocate, or neutral, please indicate your experience by 1§ SUE and check the appropriate box for the number of cases for each issue identified.

Issue

Absenteeism

Affirmative aciion

Age

Arbitrability

Sargaining unit werk
Sonus fringe benefits
Conduct (off-duty/ personal)
Cost-of-living pay
Demetion

Disability

Discipline (discharge)
Discipline {non-discharge)
Discrimination
Drugfsicohol offenses
Fact finding

Fringe benefils

Gender

Grievance mediation
Heslth/hospitalization
Hiring practices

Heliday pay

Holidays

Incentive pay

Insurance

Job classification & rates
Job performance

Job pesting/bidding
Jurisdictional dispute
Layofisioumging/recall

3

Step 4

Step 5

Step 6

PEEEED R @D

Step7

1-4

Step &

&5+

Stepd | Step 10

Arbitrator Applicant Users Guide

Issue

Leave

Management rights.

Merit pay

National origin

Official time

Cther (plesse specify)
Overtime Pay

Fast practices.

Pension and weifare plans
Pension claim (fed. statute)
Prometion

Race

Religion

Retrement

Safetyhealth conditions
Seniority

Severance pay

Sexual harassment

i tserark islowdowns
Subcaniracting/cantracting out
Tenure/reappointment

Unilatesal

Union security

Vacation

Vacation pay

Viglence or threats

Wages

Work Hours/Schedules/Assignmants
Working cenditions/verk orders

R EEEEEEEEEEEEEEEEE O

1-4

5+

Next

1. Allissues are defaulted to 0. Only issues where you say you have 1-4 or 5+ years will be included on your
digital biography once you are accepted to the roster. You will be able to view and make changes to this
information after being accepted to the roster.

2. Click the Previous button if you need to return to the prior step.

3. Click the Next button when you are done entering the required information.
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STEP 6:

Industry Experience

stp1 | swp2 | sep3 | Swps | sweps [WESEEM swep7 | Seps | seps | sep10

Arbitrator Applicant Users Guide

. or neutral, please indicate your sxperience by INDUSTRY and check the appropriate box for the number of cases for

0 14 5+
Mining
Huciear energy
Office workersiclesical
Organizations.
Packaging
Paint & vamisn
Patroieumipsirochemicals
Sroageastng Prarmaceutioals
Buiding products. ® Plastics
Canning Plumaing
Cament Polics & fire
Cremicals Printing & pubishing
Clothing Prison guard
Coal Public sector grievance
Communications ® Public sector inferest
Construstion Pulp & paper
Dairy. Raireacs,
Distilery Real estate
Eaueation Refrgeration/ HVAC
Electrical EquipmentiAppiances ® Restaurants
Electranics Retail stores
Rubberitre
Shipbuilding/dry-docic
Sports.
Stesl
Stonaiquary
Symphony orchestra.
Textle

Mashinery

Tobacco
Transpertation
Truckin

Warehousing

All Industries are defaulted to 0. Only Industries where you say you have 1-4 or 5+ years will be included on
your digital biography once you are accepted to the roster. You will be able to view and make changes to

this information after being accepted to the roster.
Click the Previous button if you need to return to the prior step.

Click the Next button when you are done entering the required information.
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STEP 7: Sector Experience, Registration, Language Proficiency and Arbitration Experience
Enter your Sector Experience, Registration, Language Proficiency and Arbitration Experience

Step1 | Step2 | Step3 | Step4 | Siep5 | Stepo [ETTEM Siepe | Stepd | Siep 10

XI. Sector Experience

As an arbitrator, advocate, or neutral, please indicate your experience by SECTOR and check the appropriate box for the number of cases for each sector identified.

Sector 0 14 5+
Public {Non-Federal) ® ) @
Public (Fedaral) ®
Privats @

XIIi. Registration

Current SAM-CCR # for Federal Cases

XV, LANGUAGE PROFICIENCY [Ability to conduct hearings)

Spanish French Chinese Vietnamese

Other (Specify)

XV, ARBITRATION EXPERIENCE

| AM EXPERIENCED IN THE FOLLOWING TYPES OF ARBITRATION CASES AND AM WILLING TO ACCEPT SUCH CASES:

Expedited Interest Fact Finding

These sections are all optional.

All Sectors are defaulted to O cases.

Click the Previous button if you need to return to the prior step.

Click the Next button when you are done entering the required information.

AN e
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STEP 8: Federal Sector Experience and Fees Charged

Step! | Step2 | Step2 | Stepd | Step5 | Steps | Step7 [METEEM Stepo | Step 0

X\I. FEDERAL SECTOR EXPERIENCE ~

have federal sector experience.

* XVl. FEES CHARGED (You may change at a Iater date) e

It is nat necessary to fillinfarmatian for each fee type; only the ones that apply to your billing practices. ‘You are enfy required to enter your Per Diem Rate and Policy.

Type Rate Policy

Mo data available in table

* XVl FEES CHARGED (You may change at a later date) ~
It it not necessary to fill infarmation for aach fee type; only the ones that apply to your billing practices. You are only required to enter your Per Diam Rate and Falicy.
Type Rate Policy
No data availzble in table

Per Diem Rate and Policy is Requirsd.

1. Per Diem Fee is the only required value on this Step. You will not be able to go to the next step until you
have added a per diem fee. All other fees can be optionally added.

2. To Add new fee, click the Add button. Fill out the required information and click the Save button. The
information you entered will now display in the table.

Add Arbitration Fee

* Fee Type

Fee type...

Rate: (required for per diem)

* Policy:

Save Close

3. To Edit an existing value click the pen on the right. A window will open with the current values so that you
can make updates. Click the Update button

4. To Delete an existing value click the x on the right. An alert will display asking you if you are sure you want
to delete the information.

5. Click the Previous button if you need to return to the prior step.

6. Click the Next button when you are done entering the required information.
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STEP 9: Award Citations, Publications and Date Available

XV AWARD CITATIONS

XIX. PUBLICATIONS

XX DATE AVAILABLE

1. These sections are all optional.

2. Publications are limited to 1500 characters. Once you have reached the 1500%" character you will no longer
be able to type. Itis recommended that you enter your most recent or most relevant published cases. You
may also look for ways to abbreviate should you have more than 1500 characters.

3. Click the Previous button if you need to return to the prior step.

4. Click the Next button when you are done entering the required information.
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STEP 10: Certification of Advocacy and Accuracy of Information

Step1 | Step2? | Step3 | Step4 | Step5 | Step8 | Step7 | Stepz | Stepo [ESTSEL

¥4l CERTIFICATION OF ADVOCACY w

| hereby certify that, if admitted to the Federal Mediation and Conciliation Service (FMC5) Roster of Arbitators, | will immediately notify FMC 5 should | undertake any activities
deemd to constitute "advocacy” under FMC S Regulations, 23 C.F.R. 1404.5{c}, and withdraw from the Roster.

Sign

| hereby affirm that the foregoing information is accurate, complete and true to the best of my knowledge. | understand that FMCS has the right to verify any information contained
herein. Any willful mi: i i herein will i a basis for rejection of this application by the FMC S Arbitrator Review Board. If approved by the Arbitrator
Review Board, | affirm that | will abide by FMC S Arbitration Policies and Procedures (28 C FR= 1404} and the Code of ibility for of Labor-
Management Disputes. As a member of the FMC S Roster of Arbitrators, | affirm that any party that has selected me has the right to verify any information listed on this application.

Sign

=

1. These signatures are required before you can submit your application. Click the Sign button after reading
the information provided for each section.

2. Click the Previous button if you need to return to the prior step.

3. Click the Submit button when you are ready to submit your application. You will see the following message
until you have been accepted to the roster. Once accepted please following the Arbitrator User Guide.

wThank You! - Your application has been received. FMCS will now review your application and let you know the results.

4. The FMCS Arbitration Staff will receive and email that your application has been submitted and is awaiting
acceptance to the roster.
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MANAGE ACCOUNT
You can manage your account via Manage Account on the left navigation menu.
Manage Account v
First Name Last Name M Status
John Smith Unavailable
Email UserID

JohnSmith@gmail.com

Primary Phone

(703)111-2222

Secondary Phone

Phone Extension

Phone Extension

JohnSmith@gmail com

Mobile

Phone type... v
Primary Fax Fax Extension
Phone type. ~
Secondary Fax Fax Extension
Phone type v
Other Phone Phone Extension
Phone type. v
Emergency Contact Phane Phone Extension Emergency Contact Name
‘ ‘ Phone type. v ‘ |

Emergency Contact Phone is required.

Emergency Contact Email

Emergency phone type is required

Emergency Contact Relationship:

Emergency Contact Name is required.

Emergency Contact Email is Required

save | Cnhange Password | View Appiication

Emergency Contact Relationship is

Required

1. Click on the Manage Account link the left navigation menu.

2. Make all necessary changes to your account information and click the Save button. Emergency Contact
information fields are required. Changes to your email address will only change your email. Your current
login will remain the same. Should you like your login to be synced up with your new email you will
need to contact the FMCS Arbitration Staff at (202) 606-5111 and ask them to sync up your login

with your new email.
To change your password, click on the Change Password button. Enter your new password and click Submit
button.

Change Password

4. To view your application, click on the View Application button. Form R-22 will be populated with all the
information you have entered for you application.
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FAQs

I registered for a new account or | clicked Forgot my password, but | did not receive an email.

Check your Junk/Spam folder. If you are running anti-virus, check your quarantine folder. Contact your IT
department to investigate spam filters and/or firewalls to see if the email was identified as span and thus
never delivered. Contact the FMCS Arbitration Staff at (202) 606-5111 to confirm that you have the
correct email address in the system and if they can confirm if the email was sent or bounced back.

My email address has changed; | am no longer able to log into the system or | would prefer to log in
using my new email address.

The system is still using your old email address as its login. You should log in with your old email address
and then go to Manage Accounts where you can update your email. This will change only your email so
that you will receive all necessary correspondence. Your login would remain as your old email. Should you
like your login to be synced up with your new email you will need to contact the FMCS Arbitration Staff at
(202) 606-5111 and ask them to sync up your login with your new email. It is important that you do not
create a new account with your new email address. Doing so would require you to fill out and submit a
new application to be accepted to the roster.

If you have already created a new account do not worry, contact the FMCS Arbitration Staff at (202) 606-
5111. They can remove the new account and help you regain access to your original account.

I need to update my application, but | have already submitted it.

If the information is relevant to your acceptance to the roster, contact the FMCS Arbitration Staff at (202)
606-5111 and ask them if they can return your application to you. Once they return it you can navigate
though the 10 steps and submit the application again.

If the information is not relevant to your acceptance to the roster once you are accepted your application

data will become part of your digital biography. As an arbitrator on the roster, you will have access to
update your biography information at any time.
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